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COURSE OVERVIEW

O Mail Orderly Appointment
Designation
What Can Be Handled

0 Mail Composition and Make Up
General Mail Preparation Guide
Official Mail
Accountable Mail
Expedited Services A
International Mail .
Inter-Area Mail

Official Mail

O Directory Service

O Responsibilities
Security
Mail Pick up & Delivery
Transportation
Accountability )
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DESIGNATION OF UNIT MAIL CLERKS AND MAIL
ORDERLIES

1 Prior to entering into mail-handling duties, all
personnel shall receive, at a minimum, training
In:

» The importance of safeguarding mail.

» Handling of accountable mail.

» Timely delivery of mail.

» Consequences for negligence of duty.

o%

o%

o%

o%
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DESIGNATION OF UNIT MAIL CLERKS AND MAIL
ORDERLIES (CONT)

L Commanders or designated representatives (Department Heads, Division
Officers or Official Mail Managers) shall designate unit mail clerks, or mail
orderlies.

[ Personnel must meet the qualifications in OPNAVINST 5112.6D and DOD
4525.6-M.

O Appointment must be in writing utilizing the “Offenses Against The Mail
Statement” (OPNAV Form 5112/1) and a DD Form 285 issued...a copy of
cach must be kept on file in the post office or mail center.

L DD Form 2260 may be used in lieu of keeping a copy of the DD Form 285 in
the post office or mail center.
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DD FORM 285 (APPOINTMENT OF MAIL ORDERLY)

APPOINTMENT OF MILITARY POSTAL CLERK, |1 DATE EFFECTIVE |2, DATE REVOKED
UNIT MAIL CLERK OR MAIL ORDERLY

{See nstructions on Aeversal
3, NAME OF APPOINTEE (Last Firsf, Midole nitiali

4. RANK OR GRADE 5, 55N 6. TITLE OF APPOINTEE

7. ORGANIZATION/ACTIVITY 8. APO, MPOD OR CONUS INST.I‘I.LL.-".TJC'H

a, MAIL AUTHORIZED TO RECEIVE 10, THIS FORM MUST BE ‘-.I'ALH:_Z-.'!'. TED
{Check and fritiall ET TI-II::F:.S%E[TV_}NEGAEQIENFEF'Ifﬁi%rr:%%%

: T il TE s LR - LIHP A TIMEG BT A |
E]“"-'al LAN) ;F'i-ll":“'l (Excent accountatiel | ~c, ov RECEIVING MAIL., IN THE CASE
- OF THE MANVY MOBILE UNITS, VALIDA-

Fersonal [Excepr accounrahia) Elmal Pouches Dnly TION MAY BE BY IMPRESSION OF THE

Ij UMIT'S OFFICIAL SEAL.

%icinl A0 D

SIGHNATURE OF APPOINTING OFFICIAL SIGNATURE OF APPLINTEE

DD Form 285, JUN &7
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Mail Orderly Designation Log (DD Form 2260)

UNIT MAIL CLERK/ORDERLY DESIGNATION LOG

CARD DATE ISSUED [DATE REVOHELN ACTIVITY HAME OF DESIGHNEE DESIGREE APPOINTING OFFICIAL . PAY
NO. r, Mo, Day ¥r, &o, Day DENTIFIEH fPrisl) Last, Fivsl, MI [Signature] (Signpiure) GRADEC
i
1
! L - i ———
DD Form 2260, JAN 82 [EG) Fatrgrany uabeg Partarm fra, WHETWA, Mar 53
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DESIGNATION OF UNIT MAIL CLERKS AND MAIL
ORDERLIES (CONT)

L All mail orderlies and unit mail clerks will sign an  Offenses
Against The Mail Statement (OPNAV Form 5112/1) and this
statement must be kept on file in the post office or mail center

Personnel working in a CMF or other official mail center will be
designated as mail clerks not Navy Postal Clerks

U Personnel picking up mail direct from a Navy Mail Center, Mail
Room, Navy Post Office, or direct from a U.S. Postal Service
facility will be designated as mail orderlies

7
Ready. Resourceful. Responsive!




Fleet Logistics Center
Jacksonville

Mail Orderly Training

N -y epmankci i 2 FF 45T THE MAIL AND MAIL ORDERLY DESIGHATION FORM
D AN ACKINOWLEDLMES TICE AN MOWLEDGEMENT,) (Beverie
Hew ampa
o e
- _ tad [am—
alives -
P "
:-.”.': apdated Lo oen eusmonlowd hlakb of SLLLIMTY FEd -
e Thiea| ru
e b e
= ek
Tasgs )
i et Lot Al
Do -]
oxg Con -

Ready. Resourceful. Responsive!



X Fleet Logistics Center
» ,P_,_, Jacksonville

Mail Orderly Training

FLEET LOGISTICS CENTER

DD — 285s

1 MAIL ORDERLIES MAY BE AUTHORIZED TO PICK UP:

s All Personal Mail (Except Accountable)
» All Official Mail (Except Accountable)
» All Official Mail (Including Accountable)

Mail Orderlies who are assigned to handle

Official Register Mail:
¢ Must be eligible for a SECRET security clearance.
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MAIL COMPOSITION
AND MAKE UP
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DEFINITION

 Mail bearing an attention line or the addressee’s name with a
job title is considered to be OFFICIAL

 Mail bearing an individual’s name but does not have a job
title or the name in the attention line is considered to
be PERSONAL

O Use discretion, it is common practice for activities outside of
Department of Defense to address official business matters
to an individual by name, and the address may or may not
include a job title
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MAIL PREPARATION AND PACKAGING

U Originator’s responsibility
U No masking tape

U Scotch tape should ONLY be used to reinforce a properly sealed flap (should
cover the entire flap)

U Distribute weight evenly throughout package

U Remove old markings, labels, and barcodes

U Use correct size envelopes

L All size envelope flaps must be completely sealed (metal tabs & brass clips must

be covered)
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FLEET LOGISTICS CENTER

ADDRESS PLACEMENT

Department of the Navy
Commanding Officer
Fleet Logistics Center
P.O. Box 97
Jacksonville, FL 32212-0097
Official Business

Commander

Global Logistics Support
937 North Harbor Dr.

San Diego, CA 92132-5000
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ADDRESS EXAMPLES

RETURN ADDRESS ‘TO’ ADDRESS
DEPARTMENT OF THE NAVY COMMANDING OFFICER

COMMANDING OFFICER ggggb%‘;iggf

ATTN: SUPPLY OFFICER

HSML60 FPO AE 09627-9997

FPO AA 34099-0107 COMMANDING OFFICER
OFFICIAL BUSINESS ATTN MEDICAL DEPT

USS ABRAHAM LINCOLN CVN 72
FPO AP 96612-2872

The ‘ATTN’ line should
always be the second or
third line of the address and
no information should be

DEPARTMENT OF THE NAVY' is
used for commands within DON.

‘OFFICIAL BUSINESS’ will

‘ [
placed below the Clty’ always be placed below the return
State, Zip’ line. address regardless of branch.
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FLEET LOGISTICS CENTER

ADDRESSING STANDARDS FOR OFFICIAL MAIL

 No handwritten addresses authorized on mail that requires postage

(J Addresses should be typed

O 5 line total limit for the ‘To’ address

0 Minimum punctuation is authorized including the hyphen for a Zip+4

( Use the proper 5 digit ZIP Code (always use ZIP+4 for Mobile
FPO/APO addresses)

O Using a generic ‘9999’ or ‘0000’ +4 will result in processing delays to
your mail
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OFFICIAL MAIL
REMEMBER:

J Names in Attention lines mean “Official”

(J Names with a Title mean “Official”

0 DO NOT return this mail to the Mail Center as directory mail. If the person whose
name appears is no longer at your command, THIS IS STILL YOUR MAIL.
L Mobile commands with an FPO will use local addresses while in homeport.
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REGISTERED

J Most secure

L Slowest (Require signature each time custody changes)

 Expensive

(] Items that may be sent via REGISTERED MAIL are:
 ANY ‘SECRET’ MATERIAL (Mandatory)

(Also can be sent via USPS Express Mail or GSA authorized carrier in
CONUS)

% NATO CONFIDENTIAL

< ALL CONFIDENTIAL TO FPO / APO ADDRESSES
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REGISTERED MAIL PREPARATION

0 PS FORM 3877 (Firm Mailing Book) in duplicate

1 Affix accountable labels at the top of the item between the return address and
postage

0 Cover and firmly seal all open edges of the item (i.e. flaps and seams) with
water activated brown paper tape that will absorb an ink impression

L No padded envelopes

O No cellophane window envelopes

For more info, look in SECNAVINST 5510.36
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REGISTERED MAIL LABEL (L200)

tates

REGISTERED MAIL

RR Ok5 794 715 US

Label 200, July 1999 (102595) 99-M-1904
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PS FORM 3877 (Firm Mailing Book)

HAME AND ADDARESS OF SENDER

T hmck ypeo! malo ammes

A TlampHue

FISiZ STiaoMELLA | _certitiea | _ mecoraes pelvery (inbernational L:::::ll:l'm“nu
PSC 212 BOX 3560 Locor W eeqiteres ai la adahional
1 Dby ary Copklirmatlon | & Gecalpk For W h, E copeaao! lhiabil.
FRO AE 096279997 e wat 1 Return Recelph vor Herchanakie . semurk: una
L _ E¥presz Ma | _Sqnature Contrmation Luku == [4ucuipk
| _inzureal
A ihicie Mumbm Addimxams [Mams, Hinsl Ti v, HaleZ Lip Code) Foalags Fam rl':'hr:':." "‘::;:'::;” haumd Valus D"'I;;:" ! FI'.::; :;_ :::_ FH;_ :::_

1 COHANLING OFFICEE

RR 449 295 671 U5

ATTH FEESOWMEL QEFT

UZS REEAHAM LINCO LN (CWH-TI|

[FFO RF el - TET T

2 COMNAYEEGEIR

FrAL 3224 4731 9725 39949

FSC 21T BO 0108

FFO RE OBELI-010E

Fold Mumbmio! Peceslolied by Tendm

folzlMumbm o! Fiscex
Famived 3l Fod Ollce

F ozlmazim Fmi [Mameno! isceynpemph yam)

Se= Privacy Act Statement an Rewers =

FS Form 387 February 1001 (Faqe 1ok 1|

COMPLETED BY TYPEWRITER . INKE OR BALLPOIN
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CERTIFIED MAIL

O Available for only USPS First Class and Priority Mail
O Provides signature at office of destination
O Can be sent to FPO / APO addresses
O Items eligible:
EEQO material Illegal ID Cards

Court summons Traffic ticket
Dishonored checks

U CONFIDENTIAL MATERIAL

(Only to Designated DOD contractors IN-CONUS)*

*SEE SECNAVINST 5510.36 FOR MORE DETAILS
21
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CERTIFIED MAIL PREPARATION

OPTION FOR MAILING INDIVIDUAL ITEM:
dPS FORM 3800 Label and Receipt

“»+ Attach Label and Receipt to article
“* Make sure receipt portion is filled out

“* Accepting Mail Center or Post Office stamps
receipt portion (command’s proof of mailing) and
return to mailer.

22
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- CERTIFIED MAIL.

DOTTEDLINE:

AT

AR

7004 2680 0002 5114 311k

E RETURN ADDRESE, FOLD

7004 2890 D002 5114 311k
<004 2890 0002 5114 3Llb

e A WD I
e Y T R )

&
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RETURN RECEIPTS

Only allowed to non-government agencies, civilian firms, corporations, and private
individuals when proof of delivery is required by law or regulation

B Complete items 1, 2, and 3. Also complete A. Signature
item 4 if Restricted Delivery is desired. X O Agent

B Print your name and address on the reverse O Addresses
so that we can return the card to you. B. Received by ( Printed Name) C. Date of Delivery

B Attach this card to the back of the mailpiece,
or on the front if space permits.

D. Is delivery address different from item 12 [ Yes

1:/ticle Addressed to: If YES, enter delivery address below: [ No

3. Service Type
[ Certified Mail  [J Express Mail
O Registered O Retumn Receipt for Merchandise
O mnsuredMail [0 COD.
4. Restricted Delivary? (Exira Fes) O Yes
2. Aricle Number
(Transfer from service label)
PS Form 3811, February 2004 Domestic Return Receipt 102585-02-M-1540
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RETURN RECEIPTS

! ® Sender: Please print your name, address, and ZIP+4 in this box ®

First-Class Mail
Postage & Fees Paid
USPS

UNITED STATES POSTAL SERVICE
Permit No. G-10
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INTER-AREA MAIL (GUARD MAIL)

UDEFINITION: Any official correspondence sent between
commands located within the servicing area of Mail
Center

L Articles are addressed as regular Official Mail, or have
appropriate route number and command title

dNo postage is required
UNOT FOR PERSONAL USE

27
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DIRECTORY MAIL

(ALSO KNOWN AS)

UNDELIVERABLE AS ADDRESSED

28
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DEFINITION

Directory mail is:

0 Mail that is undeliverable as addressed, because of an incomplete or incorrect
adddress.

U Directory mail must be forwarded to addressee or returned to sender.
U Mail for personnel who have transferred.

L Mail for personnel unauthorized to use official mailroom.

NOTE: Official mail MUST NOT be directorized. This mail is addressed to Your
Command, not to a private individual.

29
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OPNAV FORM 5110/5 CHANGE OF ADDRESS CARD (MILITARY PERSONNEL ONLY)

NOTICE OF CHANGE OF ADDRESS

OFNAY STIRS (Rev 3-90) &N 0107-LF-008-2500

DATE:

MAME [Last, first, middie)

AANK / RATE

SOCIAL SECURITY NUMBER

PRAVALCY ACT STATEMENT: Authority: Title 39 USC and DODUS Povisd Service Agresment, I Feb 59,

PRINCIPLE PURPOSES: To route or forward (divectory) maid, ROUTINE USES: Used by military and dvillan peronnesl in mall lunctiant
Datas are inspecied by commanderi, pevtal oMicer and military and dwilian inspectars Diclosure i valurmary, hevwever, failure to
provide the requested information oould result in inabibity to forward mail

MEW ADDRESS [Consult SMDL for sdaresi)

OLD ADDRESS [Afrach marling (abe! for publibaer)

ESTIMATED REPOATING DATE

DEPENDENT S MAME (¥ appdicabia)

FORWARD SECOMD CLASS MATTER FOR &0 DAYS

TEM

YES

MAGATINES

MEWLPAPERS

ThS SPACE FOR POSTAL CLERK

Directory file maintained on all military personnel utilizing OPNAV 5110/5

30
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DIRECTORY MAIL (FIRST CLASS & PRIORITY MAIL)

Forwarding Time Limits:
 Transferred personnel - 12 months
d Students and TAD personnel - 3 months
d Mail for due to report personnel
Hold for 30 days before returning to sender
(verify with prospective gains/loss list)

31
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SECURITY OF THE MAIL

1 All mail must be provided sufficient security to prevent loss,
damage, or compromise

(J Mail should not be left unattended
(] Mail shall not be delayed

] Personal mail should be delivered directly to the addressee,
kept in a locked box that the mail orderly or unit mail clerk
only has access to or returned to the post office for safe
keeping.

32
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SECURITY OF THE MAIL (Continued)

(J Access to mailrooms should be limited to authorized
personnel on official business.

L AIll PS Forms for accountable mail and DD Forms are kept
on hand for a minimum of 2 years to maintain a chain of
receipts

Registered Mail, USPS Express Mail, and FedEx must be
maintained under tight security until delivered. If retained
overnight it must be kept in a GSA approved safe or
registered mail cage.

33
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Mail Pick up & Delivery

L Mail must be picked up from the Mailroom/Post Office daily by unit mail

orderlies.
O Failure to do so is considered delay of mail and is in violation of USPS and DOD

Postal Regulations.
L The Command’s address must only be used for official business of the command
Exceptions:
L At CONUS installations, Military personnel who reside in bachelor housing quarters
where the USPS does not deliver to the quarters may receive personal mail at their
command’s official mailing address

At OCONUS installations all personnel and their dependents may receive personal mail
at their command’s official mailing address

Personnel may receive personal mail during the first 120 days after they join

the organization. This allows time to establish a local residence address

34
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COMMON CAUSE FOR DELAYED MAIL:

O Incoming and outgoing mail is not processed promptly.
0 Often mail is not processed promptly when the person who normally handles it
is unavailable due to leave, training, etc. Designate someone to distribute

incoming mail for times when you are not available

U Inform personnel they must advise all their correspondents to send personal mail to
their home address

35
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TRANSPORTATION

U Pick-up and delivery should be made in an enclosed, lockable Government
vehicle

O Privately Owned Vehicles (POV) can be used only during emergency situations
or when authorized by the Commanding Officer in writing

(Copy must be provided to the Post Office or Mail Center where daily pickup is
made)
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ACCOUNTABILITY

As a mail orderly or unit mail clerk, you are held
liable and accountable for all mail until it is
delivered to the addressee. You can be subject to
administrative discipline, court martial, or

criminal prosecution for offenses against the
mail.
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SUMMARY

You should now have the basic fundamental
knowledge to handle your commands
Official and Personal Mail.

As always, contact your serving Mail Center
or Post Office with any questions or
concerns.
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FLEET LOGISTICS CENTER

REFERENCES

DOD OFFICIAL MAIL MANAGEMENT DODI 4525.08
DOD OFFICIAL MAIL MANUAL 4525.8-M

DOD POSTAL MANUAL 4525.6-M

SECNAVINST 5510.36

OPNAVINST 5218.7 series

OPNAVINST 5112.6 series

USPS DOMESTIC MAIL MANUAL

USPS INTERNATIONAL MAIL MANUAL

USPS PUB 28 & 221

WWW.USPS.COM
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CERTIFICATE OF COMPLETION

THIS CERTIFICATE CERTIFIES THAT

HAS SUCCESSFULLY COMPLETED

The NAVSUP FLC Jacksonville
Mail Orderly Training

.‘4""-
)
R

SIGNATURE

NAVSUP Fleet Logistics Center Jacksonville




